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PMA  PEOCEDUEE  fRAIfSMTTTAL 


r  9  v; 


NOTICE 


CHANGE  OF  ADDRESS:    The  Western  Laboratory,  Aerial  Photographic  and 
Reserve   f^'^^^f  ^'i^"^  Service,-  Production  and  Marketing  Administration,  has  moved, 
to  J.67  West  Second  South,  Salt  Lake  City  1,  Utah. 
was  145  Motor  Avenue,  Salt  Lake  City  1,  Utah. 


The  address  formerly 


NEW  RELEASES 


ADMINISTRATIVE 
NOTICE  NO.  99 
7-12-48 


REASSIGNMENT  OF  LIAISON  AND  COORDINATION  FUNCTIONS  IN 
CONNECTION  WITH  THE  RESEARCH  AND  MARKETING  ACT  AND 
PERSONNEL  DESIGNATION  P^ELATING  THERETO:    Reassigns  the 
program  aj^alyols  and  research  liaison  functions  of  the 
f/Iarketing  Research  Branch  to  the  Office  of  the  Assistant 
Administrator  for  Marketing.    Designates  Mr.  Earl  R. 
Glover  as  Assistant  to  the  Assistant  Administrator  for 
Marketing  vith  responsibilities  for  providing  staff 
assistance  in  developing  and  coordinating  programs  of 
responsibility  assigned  to  PMA  and  the  Research  and 
Marketing  Act  of  1946.    Distribution:    A,  B. 


ADICENISTRATIVE 
NOTICE  NO.  100 
7-14-48 


101.2 

E}[HIBIT  A-16 
11-20-47 


REVISION  OF  "3  PERSONNEL"  SERIES  IN  PMA  PROCFDU-RE 
CLASSIFICATION  CKART,  AND  RENUI-IBERING  OF  PERSONNEL 
INSTRUCTIONS:    Revision  of  the  "3  -  PERSOML"  series  on 

Classification  Chart  dated  10-24-45  for  numbering 
PMA  Manual  Instructions,  and  Exhibit  A,  "Renumbering 
Schedule  for  Persomel  Manual  Instructions,"  are  attached 
to^this   -amlnistrative  Notice.    It  is  Important  that  the 
'pis ting  Personnel  Instructions  be  renumbered  as  re- 
quired, since  all  new  Instructions  In  this  series  will 
^^m^  numbered  in  accordance  with  the  revised  Personnel 
„j3famberlng  series.    Distribution:    A,  B. 

PEVISICNS  AND  CHANGES 

ADmiSTRATIVE  AUTHORITIES  -  FOOD  DISTRIBUTION  PROGRAMS 
^.^ICH:    Under  column  headed  "Approve  Requests  for 
Personnel  Action"  delete  "grade  CaF-7  or  below"  and  the 
ditto  marks,  and  replace  with  an  "X".    Under  footnote  l/ 
delete  the  last  part  of  the  sentence  that  reads  "and 
subject  to  any  restrictions  listed  In  the  column."  Dis- 
tribution:   A,  E-05,  26,  Field  Only. 


DISTRIBUTION:    A,  B 


Page  1 


PMA  PPOCEDUKE  TRUfSMITTAL 


REVISIONS  Am)  CMGES  (Cont'd.) 


126.1  and 
EXHIBIT  A 
7-9-^8 


211.1 
h-13-kQ 


32U.1 
6-29-^+8 


OBSOLETE  FORMS 
SUPPLEMENT  2 
5-26-48 


DEVELOPMENT  OF  PPODUCTION  GOALS  AND  PROGRAMS:    This  In- 
struction revised,  setting  forth  the  time  schedule  and 
Cormiiittee  members  for  the  19^9  production  goals ,  Remove 
Instruction  126.1  dated  7-24-1+7  and  Exhibit  A  dated  9-I6- 
47,  and  insert  attached.     (Distributed  separately  to  A  and 
B  14anual  Holders . ) 

BASIC  AUTHORITIES  GOVERNING  OPFICIAL  TRWEL:    Page  5 
revised  to  clarify  the  delegation  of  authority  to  appr"ve 
extra-fare  plane  or  train  travel.    Except  where  less  of 
life  or  property  is  involved  extra  cost  cf  such  travel 
must  be  approved  by  persons  specifically  designated  or 
by  the  Director  of  Finance.    Present  designations  are 
shown  in  PMA  procedure  211.2.    Remove  page  6  dated 
4-13-48,  and  insert  revised  pa^e  dated  7-8-48.  Dis- 
tribution:   A,  B. 

RETIREMENT  RESPONSIBILITIES  AND  PROCEDURES:  Complete 
revision  to  make  the  Instruction  conform  with  the  new 
Retirement  forms  adopted  by  the  Civil  Service  Commission 
and  with  the  provisions  of  the  new  Retirement  Lav. 
Supersedes  324.1  dated  November  6,  1946,  which  shoiild 
be  removed  from  the  Manual .    Forms  Manual  Insertions  for 
the  forms  referred  to  in  the  Instruction  are  also 
attached.    Distribution:    A,  B. 

On  page  17,  cross  out  the  asterisk  preceding  FDA-76I, 
"Request  for  Supplies."    Stocks  of  this  form  may  be  dis- 
posed of  in  accordance  with  PI4A  Instruction  456.1. 
Distribution:    A,  B. 


PMA -L- 14 

7-14-48 

(Supersedes 

PI'^-L-14,  L-16, 

and  L-17 

dated  10-14-46) 


FORMS  MANU.AL  INSERTIONS 

RETIREMENT  SYSTEM  RIGHTS:    Remove  Forms  Manual  Insertions 
dated  9-30-46  for  PMi\-L-l4,  "Refund  of  Retirement 
Deductions,"  PMA-L-I6,  "Retirement-Information  re. 
Future  Annuity,"  and  Form  PMA-L-17,  "Retirement- 
Information  re.  Immediate  Annuity,"  and  substitute  the 
attached  insertion  for  PMA-L-14,  "Retirement  System 
Rights."    PMA-L-14,  TW\-L-\6,  and  PMA-L-I7,  dated 
10-14-46,  are  obsolete.    Procedure  covering  use:     32^' -1, 
"Retirement  Responsibilities  and  Procedures."  Existing 
stocks  should  be  disposed  of  in  accordance  with  PMA  In- 
struction 456.1.    Supplies  of  the  revised  PMA-L-14  will 
be  available  in  the  near  future.    Distribution:    A,  B. 


Page  2 


PMA  PEOCEDURE  TRANSMITTAL 


FOEMS  MAMJAL  INSEETIOKS     (Cont'd. ) 


PMA -L- 15 

7-1U-48 

(Supersedes 

PI'A-L-15 

dated  10-10-46) 


SF-100 
7-9-^+8 
(Supersedes 
CSC  Form  3OOO) 


SF-101 
7-9-^8 
(Supersedes 
CSC  Forms 
3001  and  3002) 


SF-102 
7-9-48 
(Supersedes 
CSC  Fom  3005) 


EETIEEMEKT  APPLICATION  FOE  EEFIMD  OE  ANNUITY:    Remove  ' 
Forms  Manual  Insertion  dated  9-3O-46  for  PMA-L-I5, 
"Application  for  Refund,"  and  substitute  the  attached 
insertion  for  PMA-L-I5,  "Eetirement- Application  for 
Eefund  or  Annuity."    Procedure  covering  use:  324.1, 
"Eetirement  Eesponsihilities  and  Procedures."  PMA-L-I5, 
dated  10-10-46,  is  obsolete .    Existing  stocks  should 
be  disposed  of  in  accordance  with  PMA  Instruction  456. 1. 
Supplies  of  the  revised  PM-1'-15  will  be  available  in 
the  near  f utxxre .    Distribution:    A,  B. 

APPLICATION  FOE  DEATH  BENEFITS:    Forms  Manual  Insertion 
showing  proper  preparation  of  the  form  by  applicant. 
Procedure  covering  use:    324.1,  "Eetirement  Eesponsi- 
bilitles  and  Procedures."    Eemove  insertion  dated 
9-20-46  for  CSC  Form  30OO,  "Retirement  Death  Claim," 
from  the  Forms  Manual  and  substitute  the  attached  in- 
sertion for  SF-100.    CSC  Form  30OO  is  obsolete.  Existing 
stocks  should  be  disposed  of  in  accordance  with  P14A 
Instruction  456.1.    Distribution:    A,  B.  ' 

APPLICATION  FOB  RETIREMENT:    Put  the  attached  Forms 
Manual  Insertion  for  form  SF-lOl,  showing  proper  pre- 
paration of  the  form  by  applicant,  in  the  Forms  Manual. 
Procedure  covering  use:     324.1,  "Eetirement  Responsi- 
bilities and  Procedures."    Remove  two  insertions  from 
the  Manual,  namely:    One  dated  9-23-46  for  CSC  Form 
3001  and  one  dated  9-30-46  for  CSC  Form  3002.  These 
two  forms  are  obsolete.    Existing  stocks  should  be  dis- 
posed of  in  accordance  with  PI-IA  Instruction  456.1. 
Distribution:    A,  B. 

APPLICATION  FOR  REFUND  OF  EETIREi/ENT  DEDUCTIONS:  Forms 
Manual  Insertion  showing  proper  completion  of  the  form 
by  applicant.    Procedure  covering  use:     324.1,  "Retire- 
ment Responsibilities  and  Procedures."    Remove  insertion' 
dated  9-23-46  for  CSC  Form  3OO5  from  the  Forms  Manual 
and  substitute  the  attached  insertion  for  SF-102.  CSC 
Form  5005  is^  obsolete.  .  Existing-  stocks  should  be  dis- 
posed of  in  accordance  with  PM/\  Instruction  456. 1. 
Distribution:    A,  B. 
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PMA  PR0C2DUEE  TRANSMITTAL 


SF-103 
7-9-^8 
(Supersedes 
CSC  Form  3012 ) 


SF-lOU 
7-9-^8 

(Supersedes 
CSC  Form  3^71) 


FORMS  MANUAL  INSERTIONS     (Cont'd. ) 

APPLICATION  FOR  S^IRVICE  CREDIT:    Forms  Marual  Insertion 
showing  proper  preparation  of  the  form  by  applicant. 
Procedure  covering  use:    32U.I,  "Retirement  Responsi- 
bilities and  ProcedureE  . Remove  insertion  (3  pa3es) 
dated  9-23-46  for  CSC  Form  3012  from  the  Forms  Manual 
and  insert  the  attached  SF-IO3 .    CSC  Form  3012  is 
obsolete.    Existing  stocks  should  be  disposed  of  in 
accordance  with  PR\  Instruction  ^56.1.  Distribution: 
A,  B. 

ELECTION  TO  MAKE  VOLUNTARY  CONTRIBUTIONS:    Fores  Manual 
Insertion  showing  proper  preparation  of  the  form  by 
applicant.    Procedure  covering  use:     ^2h.l,  "Retire- 
ment Responsibilities  and  Procedures."    Remove  in- 
sertion dated  9-23-^16  for  CSC  Form  3^+71  from  the  Forms 
Manual  and  substitute  the  attached  insertion  for  SF-IOU. 
CSC  Form  3^71  is  obsolete.    Existing  stocks  should  be 
disposed  of  in  accordance  with  Pi4A  Instruction  U56.I. 
Distribution:    A,  B. 


OBSOLETE 


101.5 

7-2k-h6 


328.1 

and  EXHIBIT  A 
8-5-46 


ADMINISTRATIVE  AND  PROGRAM  KELATIOI^SHIPS,  WV  YORK 
SUGAR,  FIBERS,  FATS  AND  OILS  OFFICE:     This  office 
has  been  discontinued  and  its  fiuictions  have  been 
transferred  to  the  CCC  Field  Office,  New  York,  N.  Y. 
Remove  Instruction  fromManaul.    Distribution:    A,  B 

FEDERU  Er/IPLOYEES  PAY  ACT  OF  1946:     Remove  this 
Instruction,  dated  8-5-46,  including  Exhibit  A, 
from  the  Manual.    A  revision  of  the  Instruction  will 
be  released  in  the  near  future.    Distribution:  A, 
B  and  All  Employees . 


*    ¥r  * 


MAKE  YOU'^  IDEAS  PAY  ! 
l/niTE  JHEA  OCt."Ni  AND  TURN  THFJA  1 14 
AS  EMPLOYEE  SUGGEST  I OMS; 
THEY   MAY  v.  lN  CASH  /  WARL^S  I 
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U.  S.  DEPARTMSMT  OF  AGRICULTURE 
Production  and  Marketing  Administration 


ADMINISTRATIVE  NOTICE  NO.  99 


RSS.SSIGNL5MT  OF  LIAISON  AND  COORDINA TEON  FUNCTIONS  IN  OONNECTICN  WITH 
THE  KB3EARCH  AM)  MARKETING  ACT  AI'ID  PSR3C»Jm  D^SICNATEO^T  RELATING  THSRETO 

Effective  immediately,  the  program  analysis  and  research  liaison 
functions  of  the  Marketing  Research  Branch  outlined  in  PMA  Instruction 
111.1  are  reassigned  to  the  Office  of  the  Assistant  Administrator  for 
Iferketing,    Mr.  Earl  R.  Glover  is  designated  as  Assistant  to  the 
Assistant  Administrator  for  Marketing,  mth  responsibility  for 
providing  staff  assistance  to  the  Assistant  Administrator  in  develop- 
ing and  coordinating  programs  and  responsibilities  assigned  to  PMA 
under  the  Research  and  Marketing  Act  of  1946,  in  correlating  such 
programs  and  responsibilities  -with  other  related  marketing  research 
and  service  programs  and  in  maintaining  liaison  with  the  Office  of 
the  Administrator  of  the  Research  and  Marketing  Act, 


*  *  # 


DISTRiroTION :  A,  B 
7-12-1^8 
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UNITED  STATES  DEMTMEHT  OF  AGRICULTUBE 
Production  and  Marketing  Administration 

ADMINISTRATrVE  NOTICE  NO. 

EEVISION  OF  "3  PERSONNEL"  SERIES  IN  PMA  PROCEDURE  CLASSIFICATION 

CHART,  AND  RENUMBERING  OF  PERSONNEL  INSTRUCTIONS  

I  COMPLETE  REVISION  OF  PMA  PROCEDURE  CLASSIFICATION  CHART 

Complete  revision  is  in  process  of  the  PMA  Procedure  Classification 
Chart  vhich  was  distributed  with  PMA  Manual  Instruction  103ol, 
^•E^rocedure  System,"  dated  ll-24»45„    The  revision  of  the  "3  PERSONNEL*' 
series  for  numbering  Personnel  instructions  has  already  "been  approved 
and  it  is  considered  advisable  to  release  it  in  advance  of  the  over- 
all revision „    Revisions  of  other  series  may  also  be  released  prior 
to  revision  of  the  entire  chart,  if  they  are  approved  independently 
before  the  overall  revision  is  completed  <,    This  will  permit  use  of 
the  series  approved  independently  and  avoid  renumbering  of  any 
Instructions  released  in  such  series  prior  to  issuance  of  the  overall 
chart  0 

II  REVISED  CLASSIFICATION  SERIES  FOR  PERSONNEL  INSTRUCTIONS 

The  approved  classification  series  for  numbering  PMA  Manual  Instxnxc- 
tions  pertaining  to  Personnel  procedures,  regulations,  requirements, 
and  authorities  is  attached.    It  should  be  trimmed  and  fastened  over 
the  section  headed  "3  PERSONNEL,"  on  the  PMA  Procedure  Classification 
Chart,  dated  10-24-45,  if  available.    Supplies  of  this  chart  are  not 
available  for  distribution  and  should  not  be  requested.    In  any  event, 
the  attached  "PERSONNEL"  section  of  this  chart  should  be  held  until 
the  overall  procedure  Classification  Chart  is  revised, 

III  RENUMBERING  PMA  HAFUAL  INSTRUCTIONS  IN  PERSONNEL  SERIES 

There  is  also  attached  a  "Renumbering  Schedule  for  Personnel  Manual 
Instructions",  showing  the  present  niuaber  of  the  Instructions  as  now 
filed  in  the  Manual  and  the  new  number  assigned  to  each  under  the  new 
classification.    The  "Distribution"  colunm  will  indicate  to  individual 
Manual  holders  whether  they  received  the  original  instructions.  Each 
Manual  holder  is  responsible  for  renximbering  each  Instruction  in  his 
ManuauL  in  accordance  with  the  number  in  the  column  headed,  "New  Number," 
and  for  refiling  the  Instructions  in  his  Manual  in  numericeil  order,  based 
on  the  new  numbers  of  the  Instructions , 

17     PROMPT  ATTENTION 

In  referring  to  the  renumbered  Instructions  in  the  future,  only  the 
newly  assigned  numbers  will  be  used.    To  avoid  confusion,  it  is  there- 
fore important  that  all  affected  Instructions  be  renumbered  immediately 
and  re -filed  numerically  by  such  numbers;;  aau required  above. 

*  *  » 

Attachment  -  Exhibit  A  • 


DISTRIBUTION?    A,  B  PAGEE  1 
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PERSONNEL 


30  QENERAl 

300  General 

301  Authorities 

302  Veterans,  Military  Service 

303  Expert  Examiners 
304 

30^  Recommendations  and  Actions 

306  Identification  Cards 

307  Foreign  Duty 
308 

309  Records  and  Reports 


31  EMPLOYMENT 

310  General 

311  Recruitment 

312  Consultants 

313  Letter  of  Authorization 
311*  Cooperative 

315 

316  Schedules  A  and  B 

317 

318 

319  Records  and  Reports 


32  EMPLOYMENT  CHAN6ES 

320  General 

3^1  Detail,  Reassignment  iTransfer 

322  Changes   In  Grade 

323  Resignation 
321*  Retirement 

325  Disciplinary  Removals 

326  Reduction   In  Force 

327  Pay  Adjustments  A  Increases 

328  Death 

329  Records  and  Reports 


33  CUSSIFICATION 

330  General 

331  Audits  and  Surveys 

332  Al locat Ions 

333  Appeals 

33H  Specifications 

335  Wage  Boards 

336 

337 

338 

339  Re cords  and  Re  ports 


3t  CONDITIONS  OF  EMPLOYMENT 

340  General 

3m  Ef  f  Ic  lenc  y  Rat  I  ngs 

3H2  Investigations  and  Loyalty 

343  Physical  Examinations 

34>«  Discipline 

3*5  Political  Activity 

346  Hours  and  Overtime 

3H7  Leave 

348 

349  Records  and  Reports 


35  EMPLOYEE  WELFARE 

35c  General 

351  Grievances 

352  Counse I  I ng 

353  Injury  Compensation 

354  Training 

355  Safet  y  and   Hea Ith 

356  Employee  Activities 
357 

356 

359  Records  and  Reports 


PMA-211.1 


 BASIC  AUTHORITIES  GOVEMING  OFFICIAL  TRAVEL  

(17  A  1  f ) 

(U)     Required  in  the  Interest  of  the  Government. 
LIMITATION;    This  authority  is  restricted.    Travel  hy 
extra  fare  airplane  or  train  in  class  four  may  he  ap- 
proved only  by  designated  officials  with  specific 
delegation  of  authority  or  the  Director  of  Finance . 

g      In  emergency  or  \musual  circumstances  when  the  use 
of  seat  or  parlor  car  Is  necessary  for  a  Journey  of  two  hours 
or  less . 

h       Station  and  field  party  expenses  and  transportation. 

1      Approval  of  Travel  without  prior  authority  where  no 
emergency  existed.    UMITATTON:    This  authority  is  limited  to 
the  Deputy  Administrator,  Assistant  Administrators,  Directors 
of  Branches,  Directors  of  Staff  Offices  and  PMA  State  Chairmen 
and  may  not  be  redelegated. 

J  Approval  of  travel  accommodations  costing  more  than 
a  staindard  lower  berth,  when  necessary  for  secxirity  purposes. 
LIMITATION;  Uils  authority  is  limited  to  the  Deputy  Adminis- 
trator, Assistant  Administrators,  Directors  of  Branches, 
Directors  of  Staff  Offices  and  PMA  State  Chairmen  and  may  not 
be  redelegated. 

V       AUTHORIZATIONS  AND  APPROVAIS  ABOVE  BUREAU  lEVEL 

The  Deputy  Administrator  and  each  Assistant  Administrator,  as  appropriate, 
are  authorized  to  act  for  the  Administrator's  Office  in  indorsing  requests 
for  travel  authority  and  advance  of  funds  required  beyond  the  range  of 
authority  delegated  to  officers  of  PMA  and  in  obtaining  clearances  and 
approvals  of  appropriate  authority  from  Departmental  or  other  officials. 

A       Foreign  Travel  -  Authorizations  for  Foreign  travel  of  PMA 
employees  must  be  cleared  with  the  Office  of  Foreign  Agricultural  Rela- 
tions and  the  Office  of  Budget  and  Finance. 

B       Travel  of  Persons  Not  Eigployed  by  the  Government  -  >Qien  travel 
is  to  be  performed  for  the  benefit  of  the  Administration  by  persons  who 
are  not  Government  employees,  travel  and  per  diem  expenses  may  be  allowed 
them  while  away  from  their  homes  or  regular  places  of  business  in  accord- 
ance with  Standardized  Government  Travel  Regulations,  but  advance  approval 
of  the  Director  of  Finance  of  travel  authorizations  for  such  travel  must 
be  obtained. 
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(V) 

C       Travel  Advance  Funds  -  Ifader  the  Subsistence  Expense  Act  of  I926 
and  the  Act  of  Au^st  2,  19*^6,  designated  (bureau )  officials  are  authorized 
to  approve  applications  for  advances  in  the  amoimt  of  $1,000  or  less  for 
(a)  subsistence  expenses  incident  to  official  travel  or  (b)  expenses  In 
connection  with  transfer  of  official  station  within  the  continental  United 
States.    Applications  for  advances  for  these  purposes  exceeding  $1,000 
must  be  approved  bj  the  Director  of  Finance. 

♦  ♦  ♦ 
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U.  S.  DEPARTMENT  OF  AGRICULTURE 
PRODUCTION  AND  MARKETING  ADMINISTRATION 


RETIREMEOT  RESPONSIBILITIES  MD  PROCEDURES 


I  PURPOSE 

To  define  responsi'bilities  for  retirement  matters  and  to  prescrilDe 
procedures  for  carrying  out  these  responsiMlities  for  Washington  and 
the  field. 

II  DEFINITION  OP  TERMS 

A       PE  Division  -  The  term  "PE  Division"  as  used  in  this  Instruc- 
tion means  the  personnel  office  which  has  delegated  authority  to  proc- 
ess personnel  actions  affecting  the  employee  concerned. 

^  Division  -  The  term  "AF  Division"  as  used  in  this  Instruc- 

tion means  the  Fiscal  office  responsitle  for  the  payrolling  of  the 
employee  concerned. 

0       Branch  -  The  word  ""branch"  as  used  in  this  Instruction  means 
"branch  or  staff  office. 

III  P^SPONSIBILITIES 
A       PE  Division 

1  Rendering  an  advisory  service  to  employees  including 
such  matters  as  dates  and  length  of  service,  ellgihility  for 
retirement,  service  credit,  deposits  and  redeposits,  voluntary 
contri'butions,  rights  of  employees,  and  computation  of  approxi- 
mate amounts  of  annuities. 

2  Preparing  a  monthly  report  of  retirements  for  the 
Office  of  Personnel  in  the  manner  prescribed  "by  PMA  Instruction 
309.1,   "Personnel  Statistics  Reports." 

3  Processing  documents  and  performing  the  functions  pre- 
scribed in  paragraph  IV  below. 

B       AF  Division 

1  Maintaining  CSC  Form  2806,  "Retirement  Record  CSC-2806 
Card." 

2  Computing  and  making  deductions  from  employees' 
salaries. 
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R2TIHEMENT  RESPONSIBILITIES  MD  PROCEDURES 


(III  B) 

3       Preparing  an  annual  summary  cf  retirement  fund  trans- 
actions. 

U       Answering  inquiries  regarding  such  matters  as  amounts 
of  deductions  in  the  fund,  and  the  status  of  ajjplications  for 
refunds  of  retirement  deductions  and  applications  for  service 
credit. 

5  Photostating  CSC-2806  upon  separation  or  transfer  of 
employees. 

6  Preparing  requests  to  the  Civil  Service  Commission  for 
set-offs  from  the  total  retirement  amounts  due  for  repayment  to 
the  (rovernment  for  such  items  as  advance  payments  for  unearned 
annual  or  sick  leave,  overpayment  of  salary,  unrepaid  travel  ad- 
vances or  other  indebtedness. 

7  Processing  documents  and  performing  the  functions  pre- 
scribed in  paragraph  IV  below. 

IV  PROCEDURES 

A  i^pointments 

1  Employees  Without  Previous  Federal  Service 

a       The  PE  Division  shall  advise  each  employee  of 
his  right  to  execute  and  submit  CSC  Form  2806-1,  CSC-2806-1 
"Designation,  Change  or  Revocation  of  Beneficiary," 
to  the  Civil  Service  Commission. 

b       The  PE  Division  shall  require  each  employee  to 
complete  Form  PMA-239,  "Retirement  Record  Data,"  PMiU239 
and  shall  forward  it  to  the  AF  Division. 

c       The  AF  Division  shall  prepare  CSC-2806  from 
PMAn.239. 

2  Employees  With  Previous  Federal  Service 

a       The  PE  Division  shall  require  each  employee  to 
complete  R<lA-239  and.  shall  forward  it  to  the  AF  Division. 

b       The  AF  Division  shall  prepare  CSC-2806  from  PMA- 
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(17  A  2  Ij) 

239 f  or  if  t^^Q  employee  has  transferred  from  within  the 
Department,  shall  prepare  and  submit  Form  AD-I96,  AI>-196 
"Request  for  Retirement  Record  Card,"  to  the  "bureau 
or  office  holding  the  card.    Upon  receipt  of  the  CSC- 
28O6,  the  AF  Division  shall  post  required  information 
on  it. 

B  Separations 

1  The  PE  Division  shall  send  Porm  PM  L-lk,  PMA  L-lk 
"Retirement  System  Rights"  to  each  separated  employee, 
attached  to  his  copy  of  Standard  Form  50,  "Notification  SJ-^O 
of  Personnel  Action. " 

2  If  the  separated  employee  files  a  Standard  ST- 102 
Form  102,  "Application  For  Refund  of  Retirement  Deductions," 

or  a  Standard  Form  101,  "Application  for  Retirement  SF-101 
(Discontinued  Service),"  the  administrative  officer  or 
other  official  of  the  Branch,  who  receives  the  form,  shall 
forward  it  immediately  to  the  AP  Division. 

3  After  the  employee's  payroll  account  has  "been 
cleared,  or,  if  required,  reconciled  "by  CSC-3037  CSC-3037 
"Request  for  Recovery  of  De"bt  Due  the  United  States," 

the  AF  Division  shall  complete  and  forward  CSC-2S06  (together 
with  CSC-3037  if  used)  to  the  Civil  Service  Commission.  If 
the  employee  has  "by  that  time  filed  either  SF-102  or  SP-101 
with  PMA,  such  form  shall  "be  verified  (SF-101  also  to  "be  com- 
pleted) and  forwarded  to  the  Civil  Service  Commission  with  CSC- 
2806.    The  AF  Division  shall  also  inform  the  employee  "by  means 
of  Form  P14A  L-I5,  "Retirement  -  Application  for  Refund    PMA  L-I5 
or  Annuity,"  of  the  date  on  \^ich  the  application  and 
Form  2806  were  sent  to  the  Commission. 

C       Optional  Retirement 

1  When  an  employee  indicates  his  desire  to  retire 
optionally,  the  PE  Division  shall  determine  his  eligi"bility 
"by  reviewing  CSC-2806,  and  shall  o"btain  verification  of  any 
unverified  service  "by  completing  Form  PMA  L-18,  PMA  L-18 
"Verification  of  Service,"  and  forwarding  it  to  the  CSC. 

2  If  the  employee  is  eligible  to  retire,  the  PE  Division 
shall  suggest  that  he  complete  SF-101  and  forward  it  to  his 
administrative  officer. 
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3       The  appropriate  "branch  shall  then  prepare  Form 
AIV517.   "Hequeet  for  Personnel  Action, "  in  the  manner  AP-517 
prescri^bed  hy  PMA  Instruction  ^10,1,  "Request  for  Personnel 
Action,"  and  forward  the  original  together  with  SP-101  to 
the  PE  Division. 

U       The  PE  Division,  after  verifying  SP-101,  shall  forward 
it  to  the  AP  Division. 

5  After  the  engjloyee's  last  day  of  duty,  the  appropriate 
branch  shall  forward  the  carbon  copy  of  AD-517  to  the  AT  Division, 
as  prescribed  in  IWA  310,1, 

6  The  PE  Division  shall  prepare  Sr-50.  marked  "Retire- 
ment (Optional),"  from  the  AD-517  received  from  the  Branch. 

7  If  the  employee  has  completed  25  or  more  years  of 
Federal  service,  the  PE  Division  shall  prepare  a  letter  of 
appreciation  for  signature  of  the  Secretary. 

8  After  the  employee's  payroll  account  has  been  cleared, 
the  AT  Division  shall  complete  forms  SP-lOl  and  CSC-2806  and 
shall  forward  them  to  the  Civil  Seirvice  Conmission. 

D       Mandatory  Retirement 

1  If  an  employee  has  unverified  service  which  would  be 
the  deciding  factor  in  determining  eligibility  for  retirement, 
the  PE  Division  shall  complete  and  forward  PMA  L-lg  to  the  CSC 
not  less  than  six  months  before  the  prospective  date  of  retire- 
ment. 

2  After  determining  the  employee's  eligibility  for  re- 
tirement, the  PE  Division  shall  prepare  and  forward  Standard 
Form  37  "Notice  of  Retirement,"  together  with  SF-101  to  SF-37 
the  employee  through  official  channels  at  least  60  days 

in  advance  of  the  date  of  retirement. 

3  The  branch,  upon  receipt  of  the  completed  SF-101,  and 
stub  of  SF-37  from  the  employee,  shall  prepare  AD-517  and  for- 
ward the  original  together  with  the  forms  to  the  PE  Division, 

U       The  PE  Division,  after  verifying  SF-101,  shall  forward 
it  to  the  AF  Division. 
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5       To  complete  the  case,  the  Branch  and  the  PS  and 
Divisions  shall  follow  the  procedures  set  forth  in  paragraph  17 
C  5,  6,  7  and  g  except  that  on  SF-50  the  PS  Division  shall  note, 
"Retirement  (Age)." 

E       Disahility  Retirement 

1  Preparation  and  Suhmlssion  of  Claim 

a       To  apply  for  disaMlity  retirement,  an  employee 
shall  complete  Form  SF-101  and  forward  it  to  his  administra- 
tive officer  together  with  a  doctor's  certificate  of  his 
disahility  and  a  statement  from  his  superior  officer  of  his 
inability  to  perform  the  functions  of  his  position.  (The 
"branch  may  make  application  for  the  employee  if  he  refuses 
to  do  it  himself.    Also,  if  he  is  mentally  incompetent,  his 
guardian,  his  relative,  or  some  other  interested  person  may 
make  it  in  his  hehalf.) 

"b       The  "branch  shall  forward  these  forms,  and  any 
supplementary  information  it  may  desire  to  add,  to  the  PS 
Division.     (If  the  application  is  made  for  the  employee  by 
the  branch,  SF-101  need  be  accompanied  only  by  a  statement 
of  the  employee's  superior  officer  and  a  statement  that  the 
employee  has  declined  to  execute  the  application  in  his  own 
behalf.) 

c       The  PS  Division  shall  complete  the  SF-101  and  for- 
ward it,  together  with  the  certificate  of  physician,  and  the 
statement  of  superior  officer,  to  the  CSC.    The  PS  Division 
shall  list  in  the  transmittal  letter  any  unverified  service 
the  employee  may  have.    A  copy  of  this  letter  shall  be  sent 
to  the  AF  Division. 

2  improved  Claim 

a       Upon  receipt  of  RET.  Form  U6-U8  from  RST.U6-Ug 
the  CSC  allowing  the  claim,  the  PS  Division  shall 
forward  the  original  to  the  appropriate  branch  and 
the  copy  to  the  AF  Division. 

b  On  the  basis  of  RET.  U6-Ug,  the  branch  shall  pre- 
pare AD-517  and  forward  the  original  together  with  the  RST. 
U6-Ug  to  the  PE  Division. 
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c       To  complete  the  case,  the  Branch  and  the  PE  and 
AF  Divisions  shall  follow  the  procedures  set  forth  in  para- 
graph IV  C  5,  6,  7.  and  S,  except  that  on  SE-50  the  PE 
Division  shall  note,  "Retirement  (Disahility) , "  and  that 
under  sulapara^aph  8  CSC-2S06  only  shall  "be  forwarded  to 
the  CSC  hy  the  AP  Division. 

3       Disapproved  Claim  -  Upon  receipt  of  the  CSC's  letter 
disallowing  the  claim,  the  PE  Division  shall  notify  the  appro- 
priate branch  and  the  A3"  Division  "by  memorandum.     (The  employee 
is  informed  of  the  disallowance  directly  "by  the  CSC.) 

P       Service  Credit 

1  When  an  employee  wishes  to  redeposit  refunds  or  to  de- 
posit funds  for  periods  when  deductions  were  not  taken  from  his 
salary,  the  PE  Division  shall  have  him  complete  SE-I03,  SE-I03 
"Application  for  Service  Credit,"  and  request  him  to 

forward  it  to  the  AF  Division. 

2  The  AT  Division  shall,  after  verifying  the  information 
on  SI'-103,  complete,  certify,  and  forward  it  together  with  a 
photostatic  copy  of  CSC-2806  to  the  CSC.     (The  CSC  advises  the 
^plicant  direct  of  the  amount  due  and  the  manner  and  place  of 
making  payment.) 

0       Voluntary  Contrihutione  -  When  an  employee  inquires  regard- 
ing the  making  of  voluntary  contributions  to  the  retirement  fund,  the 
PE  Division  shall  inform  him  of  the  requirements  to  he  met  and  fur- 
nish him  Eorm  SF-lOU,  "Election  to  Make  Voluntary  Contrihu-  SF-IOU 
tions."    The  employee  shall  complete  the  form,  and  send  it 
directly  to  the  CSC. 

H       Death  of  Employee  -  When  an  employee  dies,  the  Branch  shall 
contact  the  employee's  next  of  kin  or  emergency  addressee  and  notij^ 
such  person  of  the  right  to  apply  for  death  "benefits  under  the  Re- 
tirement Act.     The  PE  Division  will  assist  in  informing  the  next  of 
kin  what  benefits  may  be  payable.    Form  SF-100,   "implication  SF-100 
for  Death  Benefits"  should  be  executed  by  the  eligible  sur- 
vivor as  soon  as  possible,  even  thou^  the  benefit  may  not 
start  until  some  time  in  the  future.    He  should  send  the 
SF-100  direct  to  the  Civil  Service  Commission  as  soon  as 
completed. 
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(IV) 

I       Death  of  Annaltant  -  If  any  official  of  PMA  learns  of  the 
death  of  an  annuitant,  the  PE  Division  should  be  notified.    The  PE 
Division  will  notify  the  CSC,  which  agency  will  initiate  the  filing 
of  Form  SF-100  and  will  inform  the  interested  parties  of  their  rights 

♦  *  * 
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Fonn  PMA-L-14  TJUITED  STATES  DEPARUIENT  OF  AGRrCULTTTRE 

(7-14-48)  Production  and  Marketing  Administration 


Dear  Sir  or  Madam: 

Subject:    Retirement  System  Rights 


This  iBsmsranduffl  la  given  to  all  employees  of  PMA  vbo  are  separated  from  the 
service .    It  vlll  be  of  interest  to  you  only  if  you  have  had  deductions  taken 
from  your  salary  for  credit  to  the  Civil  Service  Betireaont  fund.    In  that 
event,  you  may  select  the  paragraph  applicable  to  your  case,  and  may  determine 
your  rights  either  to  a  refxmd  of  the  deductions  or  to  an  annuity.    For  other 
Information,  Including  how  to  find  the  amount  of  annuity,  refer- to  your 
"Certificate  of  Membership  in  the  Retirement  System." 

1.  With  less  than  5  years  of  civilian  service,  you  may  receive  a  refund 
of  the  amount  deducted  from  your  salary,  plus  interest  at  k  percent 
to  December  31,  19'+7»  and  3  percent  thereafter,  compounded  annually, 
to  date  of  separation,  except  that  no  interest  la  paid  if  the  refund 
period  is  1  year  or  less. 

2.  With  5  or  more  but  leas  than  20  years  of  civilian  service  you  may 
receive : 

(a)  A  dlscontlnuiBd-eei>ylce  annuity  at  age  62;  or 

(b)  A  refund  of  the  amount  deducted  from  your  salary,  plus  Interest 
at  k  percent  to  December  31 >  19^7 >  ani  3  percent  thereafter, 
compounded  annually,  to  date  of  separation. 

Ordinarily  it  is  far  better  to  leave  the  money  In  the  fund  and  re- 
ceive an  annuity  at  age  62.    The  annuity  will  be  much  higher  than 
your  own  contributions  would  purchase .    The  difference  represents 
the  portion  of  the  annuity  paid  by  the  Federal  government .  Before 
deciding  to  withdraw  your  contributions,  you  sho\ild  find  out  how 
much  the  annuity  will  be  at  age  62. 

3 .  With  20  or  more  years  of  civilian  service ,  you  will  receive  a  dis- 
continued-service annuity  at  age  62.    You  may  not  receive  a  refund 
of  the  deductions  taken  from  your  salary.    If  you  have  been  separated 
by  reduction- in-force  emd  have  had  at  least  25  years  of  service,  you 
are  eligible  for  a  reduced  annuity  at  once . 

If  you  are  eligible  for  a  refund  and  wish  to  apply  for  it,  request  an  "Appli- 
cation for  Refund  of  Retirement  Deductions"  throu^^  your  supervisor  or  adminis- 
trative officer.    If  you  are  eligible  for  an  Immediate  annuity  request  an 
"Application  for  Retirement." 

Sincerely  yours. 


Chief,  Personnel  Dlvlalon 


FORM  NUMBER:  Form  PMA-L-I'^  ACTUAL  SIZE:    8"  X  lOi" 

TITLE:      RETIREMENT  SYSTEM  RIGHTS  PRINTED:      I'sheet,    front  only. 

PREPARATION:       Original  by  appropriate   Personnel  Division. 
DISTRIBUTION:     To  employee  through  official  channels. 

PROCEDURE  COVERING  USE:  32*. I 
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Form  FWA-L-16 

(7-14-48) 


UNITED  STATES  DEPAROMENT  OF  A-GWCnLTTOE 
Produotion  and  Uariceting  Administration 


Dear  Sir  or  Madam: 

Subject:    B«tlr«J)»nt  -  Application  for  Rafxmd  or  Annuity 

The  follovlng  application,  vhich  you  aubmitted  to  this  Agency, 
vas  forwarded  to  the  Civil  Service  CommlBslon  on  the  date  in- 
dicated: 


Your  retirement  record  card,  CSC  Form  2806,  was  sent  to  the 
CommisBlon  on   . 


Any  further  inquiry  concerning  your  application  should  be 
addressed  to  the  Hetirement  Division,  Ifaited  Stages  Civil  Ser- 
vice Conmilssion,  Washington  2^,  D.  C. 


IZI 


Form  SF  102,  Application  for  Refund  of  Retire- 
ment Deductions,  forwarded  on   


IZI 


Form  SF  101,  Application  for  Petlrement,  for. 
warded  on  . 


Sincerely  yours. 


FORM  NUMBER:    Form  PMA-L-lb 

TITLE:      RETIREMENT  -  APPLICATION  FOR  PEFUND 


ACTUAL  SIZE:    8"  X  lOi" 

PRINTED:      I   sheet,    front  only. 


PREPARATION: 


OR  ANNUITY 
Original  by  appropriate  fiscal  office. 


DISTRIBUTION 


To  former  employee. 
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STANDARD    FORM  !00 


STANDARD  FORM  100 
(UNDER  PUBLIC  LAW  425) 
U.  S.  aVIL  SERVICE  COMMISSION 
MARCH  IMS 

APPLICATION  FOR  DEATH  BENEFITS 

CIVIL  SERVICE  RETIREMENT  SYSTEM 

CSF 

IMPORTANT. —  To  aoaure  all  poaaible  benefits   and   to  avoid  delay  in  prooe'aaing  the 
claim — 2.  Read  carefully  the  in/ormation  on  the  reverse  of  this  sheet;  2.  Complete 
application  in  full;  3.  If  answer  is  "No"  or  "None,"  so  state;  4.  Typewrite  or  print  in  ink. 

A.  PERSONAL  INFORMATION  CONCERNING  THE  DECEASED 

1.  njU.  NAME  Of  THE  DECEASES                   (1^1)                         IFirst)  (.Middlii) 

Jones              James  Edward 

2.  DATE  OF  BIRTH 
Month          Day  Yoai 

Nov.     3,      19I8  1 

1  DATE  OF  DEATH 

Month          Day  Yw 

April      16,  VjhZ 

4.  PLACE  OF  DEATH  (C/fy  and  Stato) 

Washington,  D.  C. 

5.  DOMICILE  (L^gal  reaJdenco  at  timo  of 
death — City  and  State} 

Alexemdria,  Virginia 

6.  HOW  MANY  TIMES  WAS  DECEASED  MARRIED?        2  | 

7.               GIVE  NAME  OF  EACH  SPOUSE  (Inolud*  all 
forutmr  amrHmi**) 

8,                        HOW  WAS  MARRIAGE  TERMINATED? 

(Chock  one  in  oaoh  case) 

9.             DATE  MARRIAGE  WAS  TERMINATED 

Mary  K,  Jones 

Q  DEATH                   n  DIVORCE 

April  16,  19^ 

Elizabeth  L.  Jonee 

Q  DEATH                   B  DIVORCE 

June  30,  I9U2  i 

lH  death                   CD  DIVORCE 

B.  INFORMATION  CONi 


if 


RNING  CIVILIAN  AND  MILITARY  SERVICE  OF  THE  DECEASED 


U.S.  Dept.  of  Agricultiore 
Production  &  Mktg.  Admin. 


2.  LOCATION  OF  LAST  EMPLOYMEWT  (City  and  State) 

Washington,  D.  C. 


April       16,  19^ 


S.  IF  DECEASED  WAS  RETIRED  GIVE  RETIREMETfT  CLAIM  NUMBER 


6.  DID  DECEASED  EVER  SERVE  IN  THE  ARMY.  NAVY. 
MARINE  CORPS.  OR  COAST  GUARD  OF  THE  UNITED 
STATES? 


None 


□  1 


C.  INFORMATION  CONCERNING  THE  APPLICANT 


1.  YOUR  NAME  (Last) 
JiKX 

xim^  Jonee 

(Given) 

(Middle) 

2.  YOUR  RELATIONSHIP  TO 
THE  DECEASED 

3.  YOUR  DATE  OF  BIRTH 
Month  Day 

Year 

V.ary 

Katherine 

Widow 

Oct.  5, 

191 8 

Fill  in  blanks  4  through  11  if  you  are  the  widow  or  widower  of  the  deceased 


Jane 


Year 

12,  I9U3 


3.  PLACE  OF  MARRIAGE  (City  and  Stato) 

Washington,  D.  C. 


6.  MARRIAGE  WAS  PERFORMED  BY 

E  MINISTER  OR  JUSTICE  OF  PEACE 
□  OTHER  (Specify) 


7.  WERE  YOU  UVINC  WITH  DECEASED  AT  TIME  OF  DEATH? 
CH  YiS            E  NO 

B.  IF  NOT  UVING  WITH  DECEASED  AT  DEATH.  WAS  THERE  A  DIVORCE? 
n  YES           E  NO 

9.  IF  YOU  WERE  DIVORCED  FROM  DECEASED.  GIVE  DATE  AND  PUCE  OF  DIVORCE 

10.  IF  SEPARATED  BUT  NOT  DIVORCED,  GIVE  DATE  AND  CAUSE  OF  SEPARATION.  AND 
STATE  WHICH  ONE  LEFT  THE  OTHER 

Jan,  3,  I9US.     He  left  me  after  we 
quarrelled  atoat  raising  the  children. 

MOKTH 

DAY 

YEAR 

cmr 

STATE 

Kone 

n.  HOW  MANY  TIMES  V/ERE- YOU  MARRIED?  One 


12.        GIVE  NAME  OF  EACH  SPOUSE  (IneJudo  mil  former 
anarriaiee) 

13.                    HOW  WAS  MARRIAGE  TERMINATED? 

(Check  one  in  each  c«oe) 

14.             DATE  MARRIAGE  WAS  TERMINATED 

James  B.  Jones 

[3  death                    n  DIVORCE 

April  16,  IShS 

CH  DEATH                   n  DIVORCE 

n  DEATH                   n  DIVORCE 

D.  INFORMATION  CONCERNING  THE  ESTATE  OF  THE  DECEASED 

1.  IF  AN  EXECUTOR  OH  ADMINISTRATOR  HAS  BEEW  APPOINTED  BY  THE  COURT  TO  SETTLE  THE  ESTATE  OF  THE  DECEASED,  GIVE 
NAME  AND  ADDRESS 

2.  IF  AN  EXECm-OR  OR  ADMINISTRATOR  HAS  NOT 
BEEN  APPOINTED,  WILL  ONE  BE  APPOINTED? 

[U  YES             12  NO 

NAME 

None 

ADDRESS 

(CONTINUE  ON  OTHER  SIDE) 


FORM  NUMBER:  SF-lOO 

TITLE:     APPLICATION  FOR  DEATH  BENEFITS 


ACTUAL  SIZE:    8"  X  IO5" 
PRINTED:     I   sheet,   both  sides. 


PREPARATION:     By  eligible  survivor  in  original  only. 

DISTRIBUTION:   Applicant  forwards  direct  to  Civil  Service  Commission. 

PROCEDURE  COVERING  USE:    32t.  I  

DISTRIBUTION:    aT'S  ' 
7-9-48 


5F.  100  (REVERSE)    7-9-W  USDA-PMA 


 E.  INFORMATION  CONCERNING  CHILDREN  OF  THE  DECEASED 

I.  WAS  THE  DECEASED  SURVIVED  BY  AyyCHlLDREm  IxJ  YO 


NO 


3.  (A)  List  all  siirviving  nnmarried  children  at  the  deceaaad  wte  sr*  under  18  yean  of  age  at  the  time  of  death  of  deceased,  or 
who  are  18  years  cf  age  or  over  and  incapable  of  aelf  Bipport  because  of  mental  or  physical  disability.  (Indicate  after 
the  name  of  each  child  who  is  not  the  Isaus  of  the  last  marriage,  the  rdatiooship  of  the  child  to  the  deceased;  such  as 
rtepchild,  adopted  child,  natural  child,  or  other.) 


FUU.  HAMC  OF  CHLD 

UTE  OF  BIRTH 

MM£  AMD  ADDRESS  OF  PERSON  WHO  HAS  CARE  AND  ajSTOOY  OF  TW 
CHILD  AND  THE  RELATIOKSHIP  TO  THE  CHILD 

Inn  LoiilM  Jones 

April  2,  19'»5 

iiar7  E.  Jonee  -  Mother 

L212  K  St.,  H.W.,  Wash.  6,  D.  C. 

Slla  Sts  Jooas 

October  3.  19^ 

fery  E.  Jonee  -  Mother 

forner 

Sllsabeth  Jones  -  by  Marrla^ 

] 

June  7,  19^^0 

Elicabeth  L.  Jonee  -  Mother 
Mdresa  Dhknovn 

t.  (B)  IS  THERE  AH  UNBORN  CHILD  OF  THE  DECEASED? 


3.  IF  A  eUARDIAN  HAS  BEEN  APPOIHTEO  BY  THE  COURT  FOR  ANY  OF  THE  CHILDREN  ABOVE.  GIVE  NAME  AND  ADDRESS 


Hone 


4.  IF  A  GUARDIAN  HAS  NOT  I 
ONE  BE  AFPOIKTEin 


«  APFOIHTED  WILL 


F.  INFORMATION  CONCERNING  OTHER  RELATIVES  OF  THE  DECEASED 


1.  List  below  all  childrea  of  the  deceased  not  named  in  Ittxr.  B3,  or  the  descendants  of  a  deceased  child  or  children. 

3.  If  there  are  no  children  or  descendants.  Eat  below  the  widow  or  widower,  parents,  brothers  and  sisters,  and  deacendanta  of 

deceased  brothers  and  siateia.    (Indicate  whether  the  'brother*  and  sisters  are  of  whole  or  half  blood  when  both  degrees  cf 

Idnship  are  involved.) 

3.  If  there  are  no  survivors  within  the  degrees  indicated  in  1  and  3,  list  below  the  heirs  who  can  inherit  from  the  deceased. 


RELATIONSHIF  TO  DECEASED 


Hone 


WARNING.— Any  false  statement 
in  this  application  or  miarepresentation 
relative  thereto  is  a  violation  of  the  law 
punishable  by  a  fine  of  not  more  than 
$10,000  or  imprisonment  of  not  more 
than  10  years,  or  both.  (52  Stat.  197; 
U.  8.  C.  18:80.) 

NOTICE 

Forward  application  to  the  Retire- 
ment Division,  United  States  Civil 
Service  Commission,  Washington  25, 
D.  C. 


I  hereby  certify  'that  all  statemeiits  made  in  this  application  are  true  to  the 
best  of  my  knowledge,  information,  and  belief,  and  that  no  evidence  ncccaaary 
to  a  settlement  of  tms  claim  ia  suppressed  or  withheld. 


ki76  t  Street.  W.  V. 


{NUMBER  AND  STRECT) 


April  27.  1^ 


(DATE) 


Waehlngton  6.  D.  C. 


(CITY,  ZOME  NO,  AND  STATE) 


INFORMATION  FOR 

COMPLETION  OF  APPLICATION 
In  order  to  determine  all  possible  benefits,  it  is  important 
that  all  questions  on  this  application  be  answered.  Omissions 
or  incomplete  answers  may  delay  settlement  of  claim  or 
result  in  failure  to  receive  full  benefits.  If  the  answer  to 
any  queation  is  "No"  or  "None",  so  state. 

IF  ASSISTANCE  IS  NEEDED 
If  yon  need  assistance  in  completing  this  appUeatlaiu 
contact  the  personnel  ofiSce  of  the  department  0t  agency  iB 
which  the  deceased  was  employed,  the  nearest  regional 
oBlce  of  the  United  States  Civil  Service  Commiaaioo,  or 
the  Retirement  Division,  United  States  Civil  Berrlce  Com. 
mission,  Washington  35,  D.  C. 

E\aDENCE  REQUIRED 
There  must  be  submitted  with  this  application  a  certlfled 
copy  of  the  public  record  showing  the  death  of  the  employee 


THE  APPLICANT 

or  annuitant.  This  record  may  be  obtained  from  the  Bureau 
of  Vital  Statistics  located  in  the  State  capital,  except  in  New 
York  City  where  the  record  la  maintained  in  the  respective 
Borough  Departments  of  Health,  and  in  the  State  of  Mary- 
land where  the  records  are  kept  in  the  city  of  Baltimore. 
fmilttn  to  tubatJt  daath  oariHieaie  will  dalmjr  auitto- 
inenf  o/  olmim. 

You  MdU  be  edvlaed  If  it  becomes  necessary  to  subinlt 
oddllloaai  rridence. 

PINAL  DETBRMINATIONB 

Upon  receipt  of  this  application,  the  United  State*  Civil 
SenHee  Coauniieton  will  determine  what  benefits,  if  any, 
are  pajrabli,  the  amount  of  such  benefits,  and  to  whom  they 
are  payaDie.  The  Commission  will  inform  the  applicant  of 
the  anal  determiaatloB. 


USOA-PMA 


STANDARD    FORM  101 


STANDARD  FORM  101 
(UNDER  PUBLIC  LAW  425) 
U.  S.  aVIL  SERVICE  COMMISSION 
MARCH  IM 


APPLICATION  FOR  RETIREMENT 

CIVIL  SERVICE  RETIREMENT  SYSTEM 


To  avoid  delay  in  proceaaini  claim — 7,  Read  instruatione 
carefully;  3.  Complete  application  in  full;  3.  Typewrite  or 
print  in  ink. 


CSA 


Boe 


John 


Ralph 


None 


April 


15 


1878 


4.  DATE  OF  FINAL  SEPARATION 
Month  Daj 


iprll 


30 


I9U8 


37 


6.  DEPARTMEjrr  OR  AGENCY  IN  WHICH  PRESENTLY 
OR  LAST  EMPLOYED.  INCLUDING  BUREAU  OR 
DIVISION 

U.S.  Dept.  of  Agriculture 
Production  &  Mktg.  Adiain. 


8.  TITLE  OF  LAST  POSITION 


Surlington,  Iowa 


Foreman 


10.  GIVE  NAUEAND  DATE  OF  BIRTH  OF  EACH  UNMARRIED  CHILD  UNDER  AGE  IS 


HAME  Of  CHILD 


NAME  OF  WIFE  OR  HUSBAND 


Mary  L,  Doe 


Slizaheth  Anne  Doe 


Auguft 


19. 


1880 


DATE  OF  BIKTH  (AfoiUfi.  day.  rtmi 


July  k,  1931 


Only  applicants  for  disability  retirement  will  complete  item  11 


II.  (A)  WHEN  DID  YOU 
BECOMETOTALLY  DIS- 
ABLED? 

{Month  and yc^) 


(B)  DESCRIBE  YOUR  DISABIUTIES.  WHEN  AND  HOW  INCURRED.  AND  HOW  THEY  INTERFERE  WITH  PERFORMANCE  OF  THE  DUTIES  OF 
YOUR  POSITION 


12.  (A)  IF  YOU  HAVE  RENDERED  ACTIVE  SERVICE  IN  THE  ARMY.  NAVY.  MARINE  CORPS,  OR  COAST  GUARD  OF  THE  UNITED  STATES.  AND  YOUR  SERVICE  WASTER. 
MINATED  UNDER  HONORABU  CONDITIONS.  COMPLETE  THE  FOLLOWING  SCHEDULE  FROM  YOUR  DISCHARGE 


BRANCH  OF  SERVICE 


ORGANIZATION  AT 
DISCHARGE  (Dir., 
Rafiment,  Co.,  •to.) 


Army 


30U9IIU5 


April  1,  1916 


May  26,  1919 


Sergeant 


Co. B, 78th  Seg 


(B)  ARE  YOU  IN  RECEIPT  OF  OR  HAVE  YOU  APPUED  FOR  MIUTARY  RETIRED  PAY7 
(Retirvd  pay  doaa  not  includa  panaion  or  oompanaation') 


□  YES 


|X]  NO 


13.  (A)  HAVE  YOU  EVER  RECEIVED  OR  MADE  APPUCATION  FOR  COMPENSATION 
UNDER  THE  UNITED  STATES  EMPLOYEES'  COMPENSATION  ACT  OF  SEP- 
TEMBER 7.  19167 


[JYES  QnO 


1111111 


FROM 
Month 


Day  T—r 

March     17,  19*^2 


May 


15.  19^+3 


14.  (A)  IF  YOU  PREVIOUSLY  FILED  ANY  APPLICATION  UNDER  THE  CIVIL  SERV- 
ICE REnREMEffT  ACT.  INDICATE  TYPE  OF  CLAIM. 


Q  RETIREMENT  ANNUITY 

g  REFUND 

3  SERVICE  CREDIT 

Q  VOLUKTARY  CONTRlBUnONS 


(B)  FURNISH  CLAIM  NUMBER  IF  KNOWN 

OSBr-  3000000 
 030-  58235 


(CONTINUED  ON  NEXT  PAGE) 


PREPARATION: 


FORM  NUMBER:  SF-  101 

TITLE:      APPLICATION  FOR  RETIREMENT 


By  applicant  in  original  only. 


ACTUAL  SIZE:  8"  X  lOi" 

PRINTED:     2.  sheets,   four  sides.    (Only  pages 
1  and  2  are  dv:^licated  here.    F&ges  3 
and  4  contain  information    for  employ- 
ees and  are  detached  before  the  form 
is  submitted. ) 


DISTRIBUTION:     To  appropriate  PE  Division  through  administrative  channels,  unless  applicant  has 
been  separated  more  than  30  days  .  In  such  cases  applicant  sends  form  direct  to 
Civil  Service  Commission. 

PROCEDURE  COVERING  USE:  32H.I  

DISTRIBUTION:  A,  B  ~~  

7-9-i»8 


SF-IOI   (Reverse)  7-9-48  USDA-PMA 


15.  INDICATE  BY  "X"  IN  TOE  APPROPRIATE  BOX  BELOW  TOE  TYPE  OF  ANNUITY  YOU  ELECT  TO  RECEIVE.  NO  CHANGE  WILL  BE  PERMITTED  AFTER  YOUR 
ANNUITY  IS  GRANTED.    READ  CAREFULLY  TYPES  OF  ANNUITY"  ON  ATTACHED  SHEET. 


UFE  ANNUITY 

This  type  of  annuity  U  available  to  all  retiring  employees. 


IF  YOU  CHOOSE  TOIS  TYK  OF  ANNUITY.  FURNISH  TOE  FOLLOWING  INFORMA- 
TION: 


REDUCED  ANNUITY  WITH  BENEHT  TO  WIDOW 

This  type  of  annuity  ii  available  only  to  married  male 
employees  who  have  completed  IS  year*  of  service  and 
who  are  eligible  for  annuity  at  time  of  separation,  or  who 
are  retiring  on  account  of  total  disability. 


WIFE'S  NAME  iFIrt) 

Mary 


Lois 


Boe 


WIPES  DATE  OF  BIRTH 
Month        Oar  ^'aj- 

Aug.      19,  1880 


DATE  AND  PLACE  OF  MARRIAGE 

Sept.  21,  1901 
Washington,  D.  C. 


c. 


REDUCED  ANNUin  WITH  BENEFIT  TO 
PERSON  NAMED 


Tliia  type  of  annuity  is  available  only  to  unmarried  em- 
ployees retiring  in  good  hoalth  who  have  completed  15 
years  of  service  and  are  eligible  for  annuity  at  time  of 
separation.  The  person  named  must  have  an  insurable 
interest  in  the  .retiring  employee. 


IF  YOU  CHOOSE  TOIS  TYPE  OF  ANNUITY.  FURNISH  THE  FOLLOWING  INFORMA- 
TION: 


NAME  OF  PERSON  TO  RECEIVE  BENEFIT  (.Futt,  middl;  Utt) 


RELATIONSHIP 


DATE  OF  BIRTO 
Month  Daj 


WARNING. — Any  false  statement  in  this  application  or 
misrepresentation  relative  thereto  is  a  violation  of  the 
law  punishable-by  a  fine  of  not  more  than  $10,000  or 
imprisonment  qf  not  more  than  ten  years,  or  both 
(52  Stat.  197;  U.  S.  C.  18:80). 


I  hereby  certify  that  all  statements  made  in  this  applica- 
tion are  true  to  the  best  of  my  knowledge  and  belief. 


NOTICE 

1.  If  not  uparated,  or  if  separatea  less  than  30  days, 
submit  your  application  t6  the  agency  or  de- 
partment in  which  employed. 

2.  If  you  have  been  separated  more  than  30  days, 
forward  this  application  direct  to  the  Retiiement 
Division,  U.  S.  Civil  Service  Commission,  Wasn^ 
ington  25,  D.  C. 


20  Vest  Beach  Arenue 


(NUMBER  AND  STREET) 


Tampa  3, 


(C. rr  AND  ZONE  NUMBER) 

Apr.  23,  19'*8  Florida 


(DATE) 


(STATE) 


FOR  USE  OF  THE  EMPLOYING  DEPARTMENT  OR  AGENCY 
(See  Chapter  R5  of  the  Federal  Peraonnel  Manual  for  Inatructiona) 

PLACE  "X"  IN  APPROPRIATE  BOX  BELOW: 

Q  TOE  APPUCANT  NAMED  ABOVE  IS  NOW  SERVING  IN  A  POSITION  SUBJECT  TO  TOE  RETIREMENT  ACT. 

2]  INDIVIDUAL  RETIREMENT  RECORD  (FORM  2I0C)  AND  REGISTER  OF  SEPARATIONS  AND  TRANSFERS  (CSC  FORM  2107)  IS  ATTACHED  HERETO. 
Q  INDIVIDUAL  RETIREMENT  RECORD  (FORM  2806)  WAS  SENT  TO  U.  S.  CIVIL  SERVICE  COMMISSION  ON  . 
TIONS  AND  TRANSFERS  (CSC  FORM  2807)  NO  


(DATE) 


WITO  REGISTER  OF  SEPARA- 


(StONATURO 


Fiscal  Accountant 


Ma/  U,  19U8 


(UTQ 
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USOA  LIBRARY  2 
CHIEF,  ACQUISITION  SEC. 
8-25-47 
PMA  A-36 


ITKITED  ST.iTES  DEP.hBMWT  OF  AGRICIILTUBE 
Production  and  Marl© ting  Administration 
Washington  25,  D.  C. 

NUMBER  14?  August  2,  19^8 

PM/k  PROCEDURE  TR/JJSMITT/J:.  


^.2  r9 


WOTICES 


PERSOMEL  DESIGNATIONS:    Mr.  William  B.  Crawloy  was  designated  Assistant 
'^serve    Administrator  for  Production  by  Administrator  Trigg  on  July  23,  19^8'    •  '  • 
Mr.  Crawley  will  also  serve  as  Acting  Director  of  the  /agricultural  Conser- 
vation Programs  Branch.    Mr.  Crawley  formerly  served  as  Chairman  of  the 
;j.ahama  State  PMA  Committee.    Mr.  Henry  H.  Whittle  has  been  designated  to 
serve  as  Acting  Chainnan  of  the  Alabama  State  PMA  Committee,  effective 
July  28,  I9U8. 

CH.\KGE  OF  .JDDRESS:    The  address  of  Mr.  Emery  E.  Jacobs,  Administrator's 
Fieldman,  has  been  changed  from  ii08  Midwest  Building,  as  given  on  Adminis-' 
trative  Notice  No.  73,  to  Room  213,  Council  Building,  100  N.  W.  Third 
Street,  Oklahoma  City,  Oklahoma. 

NEW  RELEASE 


101.9 
7-23 -i^8 


113.1 

EXHIBIT  A 
2-l3-if8 


101.2 

EXHIBIT  ..-21 
10-20-46 


C/iSES  REFERRED  TO  THE  DEP/iRTICNT  OF  JUSTICE:  Delineates 
the  activities  of  the  Department  of  Justice,  the  Office 
of  the  Solicitor,  and         in  the  handling  of  all  cases 
referred  by  PI'IA  to  United  States  \ttomeys  and  the  Depart- 
ment of  Justice.    Distribution:    A,  B. 

REVISIONS  AM)  CHANGES 

ORG/iNIZATION  OF  PI^Ll  STATE  OFFICES  i\ND  PM.^^  STATE  COMMITTEES: 
This  Exhibit  Is  revised  to  reflect  changes  in  the  addresses 
of  the  Kansas  and  Montana  State  PM/\  Offices,  and  changes  In 
the  listing  of  the  following  State  Chairmen:    Benjamin  F. 
Vance,  Philip  M.  Smith,  Clarence  W.  Shoppard,  Henry  H. 
Whittle,  and  William  B.  Crawloy.    Distribution:    A,  B. 

OBSOLETE 

/ADMINISTRATIVE  AUTHORITIES  -  LABOR  BRi'iNCH:    The  Labor 
Branch  was  abolished  effective  March  3I,  1948,  by  Adminis- 
trative Notice  88.    Remove  this  Exhibit  from  Manual. 
Distribution:    A,  B-05,  26,  Field  Only. 


*  *  * 
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U.  S.  DEPARTMENT  OF  AGRICULTURE 
PRODUCTION  AND  MARKETING  ADMINISTRATION 
Bludget  and  Management  Branch 


CASES  REPERfiED  TO  THE  DKPARTMEllT  OF  JUSTICE 


I  PURPOSE 

The  purpose  of  this  instruction  is  to  delineate  the  activities  of  the 
Department  of  Justice,  the  Office  of  the  Solicitor,  and  PMA.  in  the 
handling  of  cases  referred  to  United  States  Attorneys  and  the  Depart- 
ment of  Justice  for  appropriate  action. 

II  DEPARTMENT  OF  JOSTICE 

Executive  Order  6166  transferred  to  the  Department  of  Justice  the 
function  of  deciding  whether  and  in  -irtiat  manner  to  prosecute,  or  to 
defend,  or  to  compromise,  or  to  appeal,  or  to  abandon  prosecution  or 
defense  in  any  caae  referred  to  the  Department  of  Justice  for  prose- 
cution or  defense*    The  IMited  States  Attorneys  and  the  Department 
of  Justice  have  full  responsibility  and  authority  for  the  handling  of 
all  natters  involving  PMA  and  the  Depar-bnent  of  Agriculture,  once 
they  have  been  referred  to  the  Department  of  Justice* 

III  OFFICE  OF  THE  SOLICITOR 

• 

The  Solicitor  is  responsible  for  presenting  the  Department's  case  to 
the  Attorney  General  and  to  the  various  Iftiited  States  Attorneys  and, 
upon  request,  assisting  the  Department  of  Justice  in  the  preparation 
and  presentation  of  such  cases  at  trial  or  upon  ^peal.    The  employBes 
of  PMA.  in  the  field  should  commimicate  with  the  Iftiited  States  At- 
torneys through  the  appropriate  Regional  Attorneys.    The  names  and 
addresses  of  the  Regional  Attorneys  are  contained  in  PMA  Instruction 
120.35  "Legal  Assistance  on  Program  Matters  —  Field."    If  special 
circumstances  should  require  direct  communication  with  a  Ifcited 
States  Attorney,  the  appropriate  Regional  Attorney  of  the  Office  of 
the  Solicitor  should  be  promptly  informed  of  the  communication  and 
the  information  furnished. 

IV  PRODUCTION  AND  MARKETING  ADMINISTRATION 

It  is  recognized  that  the  officials  of  PMA  have  a  very  real  concerri 

with  the  progress  of  cases  referred  to  the  Department  of  Justice. 

However,  the  effective  handling  of  such  cases  both  in  Washington  and 

in  the  field  can  best  be  assured  by  cooperating  with,  and  acting  in 

conformity  with,  the  instructions  of  the  Department  of  Justice  and 

the  IMited  States  Attorney  involved.    Negotiations  undertaken  by  the 

officials  of  PMA  without  the  knowledge  or  consent  of  the  Qiited 

States  Attorney  in  charge  of  the  matter  make  more  difficult  the 

continuance  of  satisfactory  working  relationships  in  that  case  and 

in  other  cases  involving  the  Draartment  of  Agriculture. 
  ♦  *  ♦ 
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Henry  H.  Whittle.  A0tlB& 

Alabama  Polj-technlc  Inetltuto 
Auburn,  Alabama 

Obed  M.  LasBon 

I^vn  InTeetmsnt  Coi]Q)aiij-  Bldg. 
1H5  South  First  Street 
Phoenix,  Arizona 

Charles  C.  Wllley 
108^  West  3rd  Street 
P.O.  Box  2781 
Little  Bock,  Arkansas 

E.  H.  Spoor 

P.O.  Box  2h7 

2288  Fulton  Street 

Berkelej  1,  California 

Dewey  J.  Harman 
P.O.  Box  579 
225  W.  Oak  Street 
Ft.  Collins,  Colorado 

Carlj^le  H.  Gowdj 

95  Washington  Street 

Hartford  6,  Connecticut 

Clarence  E.  Ocheltree 
Cortney  and  Academy  Sts., 
Newark,  Delaware 


James  J.  Lot* 

Seagle  Building 
GainesTllle,  Florida 


Steren  E.  Statham 

Old  Post  Office  Building 

Athene,  Georgia 

Alrln  V.  HcCormack 
P.O.  Box  1539 
103  South  Hlnth  Street 
Yates  Building 
Boise,  Idaho 

Lee  M.  Gentry 
Standard  Office  Btilldlng 
I2U-I32  S.  Water  Street 
Decatur  12,  Illinois 

L.  Marshall  Vogler 
Big  Four  Building 
105  S.  Meridian  Street 
Indianapolis  9,  Indiana 

Herrey  E.  Hazen 
1101  Walnut  Street 
Des  Moines  7>  Iowa 

Glann  H.  Johnson 
1122  Moro  Street 
Manhattan,  Kansas 

Malcolm  D.  Poyse 

Mill  and  Maxwell  Streets 

Lexington  29,  Kentucky 


John  J.  Doles 
P.O.  Box  8597 
University  Station 
Baton  Bouge,  Louisiana 

Fred  J.  Nutter 
Unlrerslty  of  Maine 
Orono,  Maine 


Joseph  H.  Blandford 
Unlrerslty  of  Maryland 
College  Park,  Maryland 


Harold  F.  Ton^son 
University  of  Massachusetts 
Amherst,  Massachusetts 


Maurice  A.  Doan 
Cahin  Building 
200  North  Capitol  Avenue 
Lansing  k,  Michigan 

Charles  W.  Stlckney 
210  Main  Post  Office  Building 
St.  Paul  1,  Minnesota 

Charles  L.  Nelll 
Masonic  Bldg. 
1130  West  Capitol  Street 
Jackson  111,  Mississippi 

Philip  M.  Smith 
I.O.O.F.  Building 
10th  &  Walnut  Streets 
Columbia,  Mlssoxurl 

Robert  J.  McKenna 
Montana  State  College 
P.  0.  BOX  11^ 

Bozetnan.  Momtaiui 

Robert  L.  Green 

1st  Floor,  Trust  Bldg. 

Lincoln  1,  Nebraska 


Edward  A.  Settelmeyer 
University  of  Nevada 
Beno,  Nevada 


J.  Balph  Graham 
29  Main  Street 
Durham,  New  Hampshire 


Jacob  A.  Blakeslee 
College  Farm 

New  Brunswick,  New  Jersey 

Cecil  V.  Hemphill 

State  College,  New  Mexico 


Robert  J.  Howard 
Byrne  Building 
236  W.  Genesee  St. 
Syracuse  2,  N.  Y. 


George  T.  Scott 
State  College  Station 
Balelgh,  North  Carolina 


John  E.  Easper 

UOO  de  Lendrecle  Bldg., 

P.O.  Box  2017 

Fargo,  North  Dakota 

Dale  C.  Williams 

202  Old  Federal  Building 

Columbus  15,  Ohio 


Charles  T.  Cameron 
Etherton  Bldg., 
6th  &  Main  Sts., 
Stillwater,  Oklahoma 

E.  Harvey  Miller 

515  S.  W.  10th  Avenue 

Portland  5,  Oregon 


Clyde  A.  Zehner 

928  North  Third  Street 

Harrlsburg,  Pennsylvania 

Oscar  R.  Hallene 

511  Westminister  Street 

Providence  3>  Rh6de  Island 


Paul  Sanders 

P.O.  Box  660 

1615  Hampton  Street 

Columbia  33,  South  Carolina 

Mark  Nelsen 

56  Third  Street,  S.  E. 

Huron,  South  Dakota 

L.  Carl  Fry 

152  Fourth  Avenue,  North 
Nashville  3?  Tennessee 


Benjamin  F.  Vance 

AAA  Bxillding 

College  Station,  Texas 


J.  Vem  Hopkln 
222  S.  W.  Tenple 
Old  Terminal  Building 
Salt  Lake  City  1,  Utah 

Walter  H.  Beebe 
102  Adamfl  Street 
Burlington  ik,  Vermont 

Richard  B.  Brldgforth 
609  E,  Main  Street 
Richmond  I9,  Virginia 

ClauB  W.  Peters 
P.O.  Box  1491 
Button  Building 
2nd  EUid  Washington  Sts. 
Spokane  8,  Washington 
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J.  Ward  Wood 

480  Spruce  Str*«t 

Morgantovn,  V«at  Virginia 

Walter  T  .  Kjattcrhanx^ 
Oxford  Bulldliig 
Ik  I.  Daxton  Str*«t 
M&dlson  3>  WlBconBln 

B.  L«Bt«r  Croapton 
P.O.  Box  1211 
3U5  B.  Second  St. 
Caaper,  V^cmlng 

Will  F.  King,  Director 
Havallan  Area  Office 
U16  SllllnghaB  Bldg. 
Honolulu  I6,  T.  E. 

G.  Laisnardla,  Director 
Caribbean  Area  Office 
P.O.  Box  43 1*9 
San  Juan  21,  Puerto  Blco 


